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1. High Level Overview

The Enterprise Change Management (ECM) tool is a customized application that was
developed using Rational ClearQuest. This tool coupled with the successful
implementation of the Enterprise Change Management Process is intended to improve
coordination and reduce expenses associated with making changes to the FSA
software and hardware that resides at the VDC and other data centers.

Specifically, the ECM tool will automate the flow of change requests from inception to
implementation. The change request will follow a high level process, and will capture
both technical and approval required throughout the process.

1.1 Tool User Group

There are various teams within FSA, VDC, Mod Partner, and non-Mod Partner that are
currently using the tool currently. It is anticipated that more teams will begin to use the
ECM tool in the near future.

1.2 Rational ClearQuest Overview

FSA selected Rational as the standard tool to use on its projects. FSA has acquired
several licenses to encourage use of the different Rational applications. When a need
was discovered for a way to track change requests related to the VDC, Rational
ClearQuest was selected as the application to use.

ClearQuest is a change request management tool. It can be customized to track
change request issues, defects, enhancements, or all of the above. It stores the records
in a database and presents the records either through a full capability client or a scaled
down web-based application. This user guide will focus on version 2.0 of the
ClearQuest web application.

Date Printed: 2/19/2003 Page 3 of 73
Draft: ECM User Guide v2.2.doc



FEDERAL STUDENT AID (FSA)
ENTERPRISE CHANGE MANAGEMENT
(ECM) TOOL USER GUIDE

1.3 ECM Tool General | nformation

URL (from EDLAN and other direct connections): http://www.fsatool.ed.gov

URL from trusted VPN’s: https://4.20.15.228/cqweb. Be sure you are using your VPN'’s
proxy server in order to be allowed to access this web site. If you are still having
problems getting to the web site, contact an administrator (see Section 10).

Current Version: Rational ClearQuest 2002.05.00 is currently installed at the VDC.
Schema Repository Database: Oracle8i Release 8.1.5
Record Database: Oracle8i Release 8.1.5
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2. Record Types
The ECM tool has two record types: change requests and enhancements. Users will

have the ability to enter either a change request or suggested enhancements into the
ECM tool. The two record types are detailed in this section.

2.1 Change Requests

A change request is a request for any change to the VDC or other data center that
alters system configuration or environment of an established baseline, whether an
upgrade, modification or addition to hardware, software, firmware, application, network
or infrastructure.

2.2 Enhancements

This record type will be used to record any enhancement suggestions for the ECM tool.
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3. Process Flow

ClearQuest uses states and actions to depict the life cycle of change requests or
issues. The state of a change request or issue indicates its current status. Anaction
represents the activities that can take place to move the record from one state to
another. Taken together, actions and states represent the various life cycles or process
flows a record can go through. The process flow for the two Enterprise Change
Management record types, change requests and enhancements, is depicted in the
State Transition Matrix drawings in the following sections.

Date Printed: 2/19/2003 Page 6 of 73
Draft: ECM User Guide v2.2.doc



FEDERAL STUDENT AID (FSA)
ENTERPRISE CHANGE MANAGEMENT
(ECM) TOOL USER GUIDE

3.1 Change Request Process Flow

States: Actions:
Drafted Submit
Submitted to DC Submit to DC
Proposed Propose
Pending Funding Re-Submit
CCRB Review Request Funding
Scheduled Approve Funding
Rejected Review
Resolved Disapprove
Closed Successfully Approve
Closed Unsuccessfully Close Rejected
Funding Approved Implement
Failure
Close Successfully
Reject

Disapprove Funding
Approved for Scheduling

Scheduled

Implement Resolved

Drafted

Ajnjssadons
3aso|D

0d o1 jwgns

Reject

Y
Submin&h > Re-Submit

toDC

-

Closed

Successfully

Closed
Rejected

Change Request State Transition Matrix

Pending
Funding
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3.2 Enhancements Process Flow

States: Actions:
Submitted Submit
Proposed Propose
Approved Approve
Scheduled Schedule
Implemented Implement
Rejected Reject
Closed Successfully Close Successfully
Closed Rejected Close Rejected
Disapprove
Re-Submit
Approve Schedule
Proposed Approved Scheduled

3
o g
&,

® Implemented

a § o
Closed
Successfully
Close
Rejected Rejected Closed Rejected
Enhancements State Transition Matrix
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4. Using the Enter prise Change Management Clear Quest Schema — Change Request Form
Record Type

This section will detail how to do the basic functionality offered in the Enterprise Change
Management ClearQuest tool. It includes screen shots and instructions for the web
client. For information about using the desktop client, please contact the Enterprise
Change Management administrator.

4.1 Login
/3 Rational ClearQuest - Microsoft Internet Explorer o =l
J File Edit ‘iew Favorites Tools Help |-
J GBak » = - ) ‘ot | i@ search  [GefFavorites  CHistory |%v =8 RBE
J.ﬂgldress I@ htps: s, casetool sFa. ed. gow foqweblogon)def ault. asp ;’ @GD |JLinks =
BRational Kk
the e-development company™
=
i *C 3
Rational® ClearQuest
ClearQuest Web Logon
Lser Name isample_user
Password |
WYOCKMP
Databaze :
WDCMP - ECMW Change Request and |ssue Tracking Tool ;'
Logan I FefreshDbList
@ Copyright 1392 - 2001. Rational Software Corporation.
AL RIGHTS RESERVED. See “About Box" for legal notices . IS
4| | ©

l&] [ E |4 Internet

The screen shot above is the login screen and is required to gain access to a
ClearQuest schema. The URL for this page is http://www.fsatool.ed.govif you are on
the ACN and ED LANSs or https://4.20.15.228/cqweb/ if you are on a trusted network
accessing the Rational server on the VDC.
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The following steps are required to log into the web client:

Type your user name into the ‘User Name’ text field.

Type your password into the ‘Password’ text field.

Select the proper database using the drop-down selection widow.

Click the ‘Logon’ button.

If you have entered the wrong password or selected the wrong database, click
the RefreshDbList button or the ‘Logon Again’ button. Then repeat steps 1 —4.

ahRONE
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4.2 Drafting a Change Request

Once you have properly logged in, you will gain access to the desired schema. To
enter a new change request, you will need to click the ‘Submit’ link in the horizontal
menu bar that is shown in the screen shot below. Make sure ‘ChangeRequestForm’ is
selected in the drop-down list next to ‘Submit’. This will allow you to create a draft
change request to the database. This draft version of the change request can be used
among the individual application teams prior to the submission to the data center.

i Eatinnal ClearCuest - Microsoft [nternat Fxplorer

Fil= BEst View Fooriez Tosl: Help
HBack = o - B} §] | Dsearch [ Favorites (FHistr |24 - S B R
Auildkeig |E‘| britp: fwewe Faatool ad govfogwebfiogon/defaultamp _'J e _Li.ﬂkg”

BRational

the sofiwara development company MASTER Repository: Database VDCMP
Operations | Submit | ChangeRequesiFom = | Fid | LugCil

Workspace
] Personal Chueres

[ Pubkic Cueries

Rational® ClearQuest"Web

WWW.RATIONAL.COM
@ Copight 1280 - =0 Aetieal Soflwee Corpartio
ALL RIGHT 5 RESERVED Soe “sbou B0 =" Tor lapsl nodcas

&) Done | |4 Insnat

st A EEEEHS 4 @0 |HE [Fr. i rmemEe 3T 9 AM 1A
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When drafting a change request, the ‘Title’, ‘Requester’'s Name/Phone’ and
‘Requester’s Email’ are required fields, signified by the RED label.

a' Eatinnal ClearCuest - Microsoft [nternat Fxplorer

Fil= BEst View Fooriez Tosl: Help

wiack - - 7 | Qe redm: P |- R AR

| Auildkeig |E'| hitpsidi4 20,15.22 Weqgwablogon/detauk. asp ..'.'J e ! Liriks: **
BRational
the e-development company™ Database ECM_T
Mam [ham (continue Y] [Systems Affect=d] [Hotes Log and History] [Contact Informestion] LAfschments ﬂ
ak
Carcel Aty
_Bl I ECM_TONR 18 Diata Center
RE’[‘EI'E.I:E thﬂ‘l_.
State: Crrafted Other
Reference Momber:
Envirvamest; | Ciiher
Referemce Fumber:
Tieke; [
Descrptien: = |
=l
Prinsity: 'l
Rizl Assessment: | =
A
BackoutBecovery | [ |
Plan: |
Emergency | =
Justffiration: i |
=
] Done |5 [ Tetemna
Bsart] UG CHEHE > 4 mjEe. |[Firar. Ele | S SESM AET oM B A 1% A
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4.3 Submitting a new Change Request

ZF Rabonad Dear(uest - Momsolt Inbermet Beplons:

=18] x|

| Be Bt kew Favobes Jook  Heo
| pak = o= - 2 [ S| Dseech [dreeorte Py Sy A B o G2 R | s =
|ﬁd&m|£|h||mf_hnnxmolsla.tqu'mmm1'dﬂ'atam ;l et
BRational

the e-development eompany® Catabase VOCMP
Oipsratios | Ewlnit | ChangeFlacuestForm | 'm |

Loglif

Workspace
[0 Personal Cuoenes
ErPoble Cuasnes
[Er Cineriez
= Chenge Bequest Ceries

] 1 B H [ [}
e 1 s B Rational® ClearQuest’Web
#o Pending Funding Changs Eeaquest
#h Proposed Change Request
i Feject=d Chanps Bequest
b Beaohved Change Bequest
sh Scheduled Changs Request WWW.RATIONAL.COM
ol Seect I © Copwight 1238 - 2001 . Falionad Sl Coipa rlion
ool ALl FAGH & AESEAVED. 5aa “obouk Box” for lagel notiosy
g Sel=ct Shabe
i Subsmitted Changs Request

2 Lssue Quenes
#h Select Stabe

= Beport=

5 Change Becuest Reports
B Change Bequest Bepan
[ndmdunl Change Requast Eeport
Surmary Eepoct

= Lisue Beperts
[asusa Bepedt

The following fields are mandatory in order to successfully submit a change request to
the Data Center (their label will be RED on the form):
- Environment

Description

Risk Assessment

CR Creation Date

Requested Implementation Date

Primary System Affected

Impact Analysis Completed

Requester’'s Name/Phone

Requester’'s Email
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The ChangeRequestForm record type has several sections: the “Main” tab, the
‘Systems Affected’ tab, the ‘Notes Log and History’ tab, the ‘Contact Information’ tab
and the ‘Attachments’ tab.

Main Tab — Initial Submission Screen

i Eatinnal ClearCuest - Microsoft [nternat Fxplorer
Fil= Eit Yiew Fwarie: Tocl: Heip

HEack - & - :ﬂ 7 A ﬂ.s':arm [ Fararitas L Hictary |_‘,-.._'\‘1- = e

Auildkeig |E‘| hitpsidi4 20,15.22 Weqgwablogon/detauk. asp _'J e ! Liriks: **
BRational
the e-development company™ Database ECM_T
2
K Mam [Maw (continuedy] [Svetemns Affected] [Haotes Lop snd Histery] [Contact Iformaten] [Atachments]
Cancel M alin
Ik ErChd_ Ta000001 0 Data Center [
Refersnee Namber:
Srate: Subgrted_te DT Onleer |
Referenee Mumber:
o T e T Iﬁ Chtheer I—
RE'EDEM\E Nﬂ.ﬂl!':
Trtle: |Tesing =cenana
Descripiion: =
|
Priority: —
Rivk Assessmeni: I |
| J
BarkoutRacovery | =l
Flam; it
Emergency #
Tustification: | =
=
= [2 /o trcemat

Asat|  JA S EEEEE > A | FFo | ZECH  [ERate. DS | [GRIHEW GBI MY E A 112 an

The ‘Main’ tab will allow the user to enter pertinent information about the concerning
issues. On the Main tab, you will notice that ‘ID’ and ‘State’ are already pre-populated.
The user can enter information into the ‘Data Center Reference Number’, and ‘Other
Reference Number’ fields. The Environment field will determine if the change request is
for development or production. The ‘Title’ field will already be populated from the
‘Drafted’ state. The ‘Description’ field will allow the user to detail the existing concerns
that may exist. The ‘Priority’ field will allow the user to determine the level of importance
for the change request. The ‘Risk Assessment’, ‘Backup/Recovery Plan’ and
‘Emergency Justification’ fields are available to allow the user to provide additional
information.
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a Fatinnal Clearfuest - Microsoft [Intermat Explorer
Fils Edii View Feoariss Tosl: Hslp

waack - 4 - Q0 @ | Qe Srcadm: \Prizery |- FRE - AR

| Addreta |E] htkp=; M 20,15.2 20 cqgweblogonidedauk. asp ..'.'J F Go | Linke =
BRational
the e-development company™ Database ECM_T
= [Tl ] Peleay raetinmaed) [Evetmme Afected] [Metey Lee and Hitery] [Contact Informanen] [AMechments] 4
_brest | NOTE: Format for DateTime fislds is MMDDAY'

Ffrr_:.u.-'*l’.-'.'!’ Irl'ﬂ_,'."f-.l"'l'.'h-'r.'."ﬂ.";r'ﬂ Mhisie |
Plarme d Trmplementasion Data: [
R Croatian Dase: IR

Estzmated Duration to Complete Changes: [

Estimated Doration to Backeat Changes: [
Can the Request ha Completed Eady? lﬁ
Diependencies (50 characters maxk |
Raview Deardline: [
Is the Change Request Fonded? [ H
Funding SignodT: [ 43

[Mdain] [IMen (comtnued)] Systems Affected [Hotes Log snd Hostory] [Contact Infeomation] [AHschment=]

Systems Affected

Priamary Spsunm A ffected: Frperct Amadexis Complated: MNatification Group:
—
"I L=H =) 'ﬁ
Svstem Comooments Affected iear. Websohere. Data Tntesrator. BMOSeriesh: =
=] |2 [ ezt

Bson] DG ECHEEG >4 | @V | Zecn  [Frame, S | [LEIMOWIET QM 35 16

The ‘Main (continued)’ tab allows the user to provide more information about the change
request. The ‘CR Creation Date’ field is automatically pre-populated. The remaining
fields on this tab will give a time-specific overview of the change request, the impact of
the change request, and the funding issues of the change request.
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Systems Affected Tab

a: Fatinnal Clearfuest - Microsoft [Intermat Explorer
Fils Edii View Feoariss Tosl: Hslp

4-lElar.tk S _-# i] | -‘_ﬂ_.saarr.h "Lt].anrihn: .ﬂHiﬂ.un- |'_"-__I’I' ;* L _J .;& = B

| Addreta |E'| htkp=; M 20,15.2 20 cqgweblogonidedauk. asp _'J I"}G‘:' } Linke =
- -
BRational
the e-development company™ Database ECM_T
; G s . : = i i : 2l
oK. [Rofain] [ham (eotiinoe )] Syeteme Affected [Heotes Log and Histery] [Contact Informaton] [Attachments]
il | Systerns Affected
Primary Syetem Affeceed:  Twpaer Analysie Conpleted: Ieriflcation Group:
.I \as ]
L

Sysrem Componencs AfTeeted (e.g. Wehsphere, Data Tntegrator, MO Series):
|
Hardware Affected {o.g sul5eT, HFL15):

Other Systems Aflected: Dther Notification Groups:
—
B —
— —
—= ——
l . =
3] |2 i etemat

#sant| QLG EDEES > & | FF | ZEM  [F R, HEoeen | (GBS DM 35 1man

The ‘Systems Affected’ tab will allow the user to select up to 6 different systems that are
affected by the change request. The ‘Impact Analysis Complete’ field will verify if the
impact analysis has been completed. This will be a required field if the user selects the
‘Prod.’ option in the ‘Environment’ tab. The impact analysis must be attached to the
change request. The ‘Notification Group’ fields will automatically be populated based
on the systems selected. Although this tab can contain a great detail of information,
only the ‘Primary System Affected’ field is mandatory, but the user should enter as
much information as possible to avoid future delays. ‘All Systems’ is an option for the
system affected fields, but should only be used if the change request truly affects each
system.
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Notes Log and History Tab

A Ratanal Clearuest - Microsoft Inbermet Explorey =1®] =]
Fi= Edt Wew Favotes Tock  Hep -
Guack v o ([ A Pk [Fenie sy | B 2 S - 2 B

A 25 [ ] betme farnan cacetool Fa,ed gouicarebdopordefaut as =| e |

BRational

tha c-devalopmant company™ Databasze WVDCMP
1 e :j
OF.
Wain] [Idad Coottingedi] Mates Lieg ahd Histery [Caqtact Informaticn]
Cancel
Notes Log and History
T otes:
= |
- |
INotes Log:
History:
Action_times tamp user_name acion_name old_state new_state
Tolam | [Bdady (ooetinged) | [Flates Lo sod Hastery] Contact Tnfororstion
- e o= ;I
& S BB
st | AU G EFEE W @@ | oo ffera. G | @, | et gt SINE EN ;R BEE L

The ‘Notes Log and History’ tab will allow the user to describe the change request,
review other notes about the change request, and see when the changes occurred.
Each time a change request has changed states, the ‘History’ field will automatically
capture the pertinent information.
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Contact Information Tab

a Fatinnal Clearfuest - Microsoft [Intermat Explorer
Fils Edii View Feoariss Tosl: Hslp

w'-'EIar.tk S _-ﬂ i] o :::a.saarnh [r'].an.rihn: LA Hictary |'_"-__I?I' ;+ == n& .,3 B

| Addreta |E] htkp=; M 20,15.2 20 cqgweblogonidedauk. asp ..'.'J l-'; Go | Linke =

BRational

the e-development company™

Database ECM_T

= Contact Informmt on
_o | COARS Tpdared: [ I

Cancel Eeguester’'s Information
:
.?‘u LT .Flrl-:l.lTl"' Iﬁ
=0
Ermuid: l—_|" Pager: |
~Developer's Infarmation
I—
NHamaPhome: I—_["
.
Email: & Pager: |
Aggignes's Informarion
I—
NameFhomne: Iﬁ
]
Email: l—_| Pager: I
~Drats Center POLC
l—
W ame Fhane! lﬁ
Ernail: Pager: | o

— 4
5 & [ ekt

Hsen| LG CEHEEG >4 | @9 |2y [T, Sl | [LESHOMAEGOM 25 113

The ‘Contact Information’ tab allows the user to determine if the ECM record has been
updated by GCARS. It also contains the requester, the developer, the assignee, and
the data center point of contact information. Only the requester’'s name/phone and

email are required for submission.
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Attachments Tab

T Ratanal ClearQuest - Microsoft Inbermet Explarer - e
Fla Edr Wew Favirbes Imb  HeO | & |
qafeck v ok o (3 [ A} Dhfeech [ifemie CfHson | By 2h R - 5] 9
Ak ast @] s ooy casehuol, s, d goiooetlopon defout s =] Pa || =
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Attachments may be added to a change request by clicking the ‘Add’ button at the
bottom of the screen on the ‘Attachments Tab’. If the Impact Analysis is required
(production change requests only), it should be attached to the change request.

To complete the submit process, the user should click on the ‘OK’ button.
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Successful Submission Page
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Once the change request has been submitted, the user will receive a confirmation page
stating that the request was successfully committed to the database.
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Error Page
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An error page will be displayed if the required fields are left blank. The above page is
an example of all the required fields left blank.
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4.4 Modifying an Existing Change Request
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In order to edit a change request that has been previously submitted, the user will have
to select an existing query from the ‘Public Queries’ — ‘Queries’ folder or select a query
created in the personal folder. The above is an example screen shot of the ‘All Change
Requests’ in the ‘Public Queries’ — ‘Queries’ — ‘Change Request Queries’ folder.

The user will have to click the numbered hyper link, located in the column labeled ‘#, in
order to gain access to a particular change request. Keep in mind the number
(hyperlink) in the ‘# column is just a placeholder for the query and has no connection to
the change request. For example, over time, the change record that is #3 in the query
results may not stay #3. Use the ‘id’ to refer to the record.
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Assuming that Record #6 was selected from the previous page, the page above will be
displayed. As shown, the ‘Actions’ selection window will allow the user to select
different actions to run on the change request.

Initially the change record will be displayed as read-only. However, if the user selects
‘Modify’, or any other available choice other than ‘Delete’, as the desired action,
changes can be made within the text fields.

**Note: Refer to section 3.1 to see the Change Request Process Flow for section 4.4 —
4.14.
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4.5 Drafted State

A change request moves to the ‘Drafted’ state after being submitted by the user making
the change request. This will allow the user’s immediate team to have time to internally
approve the change request before submitting the change request to the data center.
From the ‘Drafted’ state, the change request can move to the ‘Submitted to DC’ state or
the ‘Rejected’ state.

4.6 Submitted to DC State

A change request moves to the ‘Submitted to DC’ state after being ‘submitted to dc’
from the ‘Drafted’ state, having funding approved from the ‘Pending Funding’ state, or
being re-submitted from the ‘Rejected’ state. From the ‘Submitted’ state, the change
request can move to the ‘Rejected’ state, the ‘Pending Funding’ state, the ‘Scheduled’
state, or the ‘Proposed’ state depending on the user’s permissions. The required fields
for this state were mentioned in Section 4.2.

4.7 Proposed State

A change request moves to the ‘Proposed’ state after being proposed from the
‘Submitted to DC’ state. From the ‘Proposed’ state, the change request can move to
the ‘CCRB Review’ state or the ‘Rejected’ state depending on the user’'s permissions.

‘Title’ becomes read-only when going to this and all subsequent states. The only way to
alter the title is to run the ‘Modify’ action.

In addition to the fields required to submit a record, the following fields must be filled in
with valid information in order to go to this state:

Review Deadline

Is the Change Request Funded?

Funding Signoff

4.8 Rejected State

A change request moves to the ‘Rejected’ state after being rejected from the ‘Drafted’,
‘Submitted to DC’ and ‘CCRB Review’ states, disapproved from the ‘Proposed’ and
‘Pending Funding’ states, or failing from the ‘Scheduled’ and ‘Resolved’ states. From
the ‘Rejected’ state, the change request can move back to the ‘Submitted’ state if the
change request was re-submitted or to the ‘Closed Rejected’ state if the change request
has been closed depending on the user’'s permissions.
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4.9 Pending Funding State

A change request moves to the ‘Pending Funding’ state from the ‘Submitted’ state if
funding is needed. Once funding is approved and attained, the change request can
move back to the ‘Submitted’ state or move to the ‘Rejected’ state if funding is
disapproved and the user has proper permissions.

All previously required fields must remain filled in to successfully advance to this state.

410 CCRB Review State

A change request moves to the ‘CCRB Review’ state after being reviewed from the
‘Proposed’ state. From the ‘Approved’ state, the change request can move to the
‘Scheduled’ state or the ‘Rejected’ state depending on the user’s permissions.

All previously required fields must remain filled in to successfully advance to this state.

411 Scheduled State

A change request moves to the ‘Scheduled’ state atter being approved from the ‘CCRB
Review’ state or approved for scheduling from the ‘Submitted’ state. From the
‘Scheduled’ state, the change request can move to the ‘Resolved’ state or to the
‘Rejected’ state depending on the user’s permissions.

In addition to the fields required to submit a record, the following fields must be filled in
with valid information in order to go to this state:

Planned Implementation Date

Assignee’s Name/Phone

Assignee’s Email

412 Resolved State

A change request moves to the ‘Resolved’ state after being implemented from the
‘Scheduled’ state. From the ‘Resolved’ state, the change request can move to the
‘Closed Successfully’ state or to the ‘Rejected’ state depending on the user’s
permissions.

All previously required fields must remain filled in to successfully advance to this state.
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4.13 Successfully Closed State

A change request moves to the ‘Closed Successfully ’ state after being successfully
closed from the ‘Resolved’ state.

All previously required fields must remain filled in to successfully advance to this state.

4.14 Closed Rejected State

A change request moves to the ‘Closed Rejected’ state after being closed from the
‘Rejected’ state.

All previously required fields must remain filled in to successfully advance to this state.
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5. Using the Enterprise Change Management ClearQuest Schema —
Enhancements Record Type

5.1 Submitting a New Enhancements

Creating a new enhancement is similar to submitting a new change request for the
ChangeRequestForm record type. Select ‘Enhancements’ from the ‘Submit’ dropdown
list. Then click on ‘Submit’ from the toolbar.
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After clicking on ‘Submit’ for the ‘Enhancements’, the following form will appear. ‘Title’
and ‘Issue Request Date’ are the only required fields to initially submit the record. Once
you have completed the form, click on the ‘Ok’ button to submit the record.

The following fields are mandatory in order to successfully submit an Enhancements
change request (as signified by the RED label).

= Title

= Priority

= Description

» Requester's Name/Phone
*» Requester’s Email
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5.2 Modifying an Existing Enhancements Change Request
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In order to edit an enhancement that has been previously submitted, the user will have
to select an existing query from the ‘Public Queries’ — ‘Queries’ folder or select a query
created in the personal folder. The above is an example screen shot of the ‘Select
State’ query run for ‘Submitted’ state records in the ‘Public Queries’ — ‘Queries’ —
‘Enhancements Queries’ folder.

The user will have to click the numbered hyper link, located in the column labeled ‘#, in
order to gain access to a particular change request.
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Assuming that Record #1 was selected from the previous page, the page above will be
displayed. As shown, the ‘Actions’ selection window will allow the user to modify or
assign the issue. (Please refer to section 3 to determine the process flow of the issue.)

Initially the record will be displayed as read-only. However, if the user selects ‘Modify’,
or any other available actions other than ‘Delete’ as the desired action, changes can be
made within the text fields.

**Note: Refer to section 3.2 to see the Enhancements Process Flow for section 5.3 —
5.10.
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5.3 Submitted State

An enhancement moves to the ‘Submitted’ state after being submitted by the user.
From the ‘Submitted’ state, the change request can move to the ‘Proposed’ or
‘Rejected’ states.

5.4 Proposed State

An enhancement moves to the ‘Proposed’ state after being proposed from the
‘Submitted’ state. From the ‘Proposed’ state, the enhancement can move to the
‘Approved’ or ‘Rejected’ states.

5.5 Approved State

An enhancement moves to the ‘Approved’ state after being approved from the
‘Proposed’ state. From the ‘Proposed’ state, the enhancement can move to the
‘Scheduled’ or ‘Rejected’ states.

5.6 Scheduled State

An enhancement moves to the ‘Scheduled’ state after being scheduled from the
‘Approved’ state. From the ‘Scheduled’ state, the enhancement can move to the
‘Implemented’ or ‘Rejected’ states.

5.7 Implemented State

An enhancement moves to the ‘Implemented’ state after being implemented from the
‘Scheduled’ state. From the ‘Implemented’ state, the enhancement can move to the
‘Closed Successfully’ or ‘Rejected’ states.

5.8 Rejected State

An enhancement moves to the ‘Rejected’ state after being rejected from the ‘Submitted’,
‘Proposed’, ‘Approved’, ‘Scheduled’, and ‘Implemented’ states. From the ‘Rejected’
state, the enhancement can move to the ‘Submitted’ or ‘Closed Rejected’ states.
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5.9 Closed Successfully State

An enhancement moves to the ‘Closed Successfully’ state after being close successfully
from the ‘Implemented’ state.

5.10 Closed Rejected State

An enhancement moves to the ‘Closed Rejected’ state after being close rejected from
the ‘Rejected’ state.
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6. Queries

In order to find a specific record or records, queries are used to locate the records from
the database. There are two main folders in the Workspace: ‘Personal Queries’ and
‘Public Queries’. Any queries created by users are always stored in the ‘Personal
Queries’ folder. Several predefined queries have been created during the development
of the ECM tool and are located in the ‘Public Queries’ folder.

6.1 Predefined Queries

This section details the existing queries available to anyone in the Public Queries folder.

6.1.1 Change Request Queries

To run a change request query, select the desired query in the ‘Public Queries ->
Queries -> Change Request Queries’. Listed below are the change request queries.

All Change Requests — Displays a summary view of the change request. This
summary includes the ‘ID’, ‘State’, ‘Title’, ‘Priority’, ‘Requester’, and ‘Assignee’ fields.
To see the actual change request, click on the numbered hyper link in the far left
column.

CCRB Review — Displays all change requests in the ‘CCRB Review’ state. This
summary includes the ‘ID’, ‘Title’, ‘Priority’, ‘Requester’, and ‘Assignee’ fields. To
see the actual change request, click on the numbered hyper link in the far left
column.

Pending Funding — Displays all change requests in the ‘Pending Funding’ state.

This summary includes the ‘ID’, ‘Title’, ‘Priority’, ‘Requester’, and ‘Assignee’ fields.
To see the actual change request, click on the numbered hyper link in the far left
column.

Proposed — Displays all change requests in the ‘Proposed’ state. This summary
includes the ‘ID’, ‘Title’, ‘Priority’, ‘Requester’, and ‘Assignee’ fields. To see the
actual change request, click on the numbered hyper link in the far left column.

Rejected — Displays all change requests in the ‘Rejected’ state. This summary
includes the ‘ID’, ‘Title’, ‘Priority’, ‘Requester’, and ‘Assignee’ fields. To see the
actual change request, click on the numbered hyper link in the far left column.
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Resolved — Displays all change requests in the ‘Resolved’ state. This summary
includes the ‘ID’, ‘Title’, ‘Priority’, ‘Requester’, and ‘Assignee’ fields. To see the
actual change request, click on the numbered hyper link in the far left column.

Scheduled — Displays all change requests in the ‘Scheduled’ state. This summary
includes the ‘ID’, ‘Title’, ‘Priority’, ‘Requester’, and ‘Assignee’ fields. To see the
actual change request, click on the numbered hyper link in the far left column.

Select ID — The user is prompted to “Enter the ID of the Change Request you are
looking for in the Criteria field”. The user can search for an exact match by selecting
“equals”, or if they only know part of the ‘ID’ of a record they can search by selecting
“contains”. The query includes the ‘ID’, ‘State’, ‘Title’, ‘Priority’, ‘Requester’, and
‘Assignee’.

Select State — The user is prompted to select one to many states. The query will
return records that match the selected state(s). This summary includes the ‘ID’,
‘State’, ‘Title’, ‘Priority’, ‘Requester’, and ‘Assignee’ fields. To see the actual change
request, click on the numbered hyper link in the far left column.

Submitted to DC — Displays all change requests in the ‘Submitted’ state. This

summary includes the ‘ID’, ‘Title’, ‘Priority’, ‘Requester’, and ‘Assignee’ fields. To
see the actual change request, click on the numbered hyper link in the far left
column.

Drafted — Displays all change requests in the ‘Drafted’ state. This summary
includes ‘ID’, ‘Title’, ‘State’, ‘Priority’ and ‘Requester Contact Info’. To see the actual
change request, click on the numbered hyper link in the far left column.

6.1.2 Enhancements Queries

To run an enhancement query, select the desired query in the ‘Public Queries ->
Queries -> Enhancements Queries’ folder. Listed below are the enhancements queries.

All Enhancements — The query will return all records within the Enhancements

record type. This summary includes the ‘ID’, ‘State’, ‘Title’, ‘Priority’, and
'Requester’s Name/Phone fields. To see the actual enhancements, click on the
numbered hyper link in the far left column.

Submitted Enhancements - The query will return all submitted records within the
Enhancements record type. This summary includes the ‘ID’, ‘State’, ‘Title’, ‘Priority’,
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and 'Requester’'s Name/Phone fields. To see the actual enhancements, click on the
numbered hyper link in the far left column.

Proposed Enhancements - The query will return all proposed records within the
Enhancements record type. This summary includes the ‘ID’, ‘State’, ‘Title’, ‘Priority’,
and 'Requester’s Name/Phone fields. To see the actual enhancements, click on the
numbered hyper link in the far left column.

Approved Enhancements - The query will return all approved records within the
Enhancements record type. This summary includes the ‘ID’, ‘State’, ‘Title’, ‘Priority’,
and 'Requester’'s Name/Phone fields. To see the actual enhancements, click on the
numbered hyper link in the far left column.

Scheduled Enhancements - The query will return all scheduled records within the
Enhancements record type. This summary includes the ‘ID’, ‘State’, ‘Title’, ‘Priority’,
and 'Requester’'s Name/Phone fields. To see the actual enhancements, click on the
numbered hyper link in the far left column.

Implemented Enhancements - The query will return all implemented records within
the Enhancements record type. This summary includes the ‘ID’, ‘State’, ‘Title’,
‘Priority’, and 'Requester’'s Name/Phone fields. To see the actual enhancements,
click on the numbered hyper link in the far left column.

Rejected Enhancements - The query will return all rejected records within the
Enhancements record type. This summary includes the ‘ID’, ‘State’, ‘Title’, ‘Priority’,
and 'Requester’'s Name/Phone fields. To see the actual enhancements, click on the
numbered hyper link in the far left column.
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6.2 Field List for Queries

In order to build a query, the user must know the database field name for the specific
field they want to display in the query. Listed below are the database field names and
their corresponding label that appears in the ClearQuest forms.

6.2.1 Change Request Fields

Label

ID

Data Center Reference Number
Other Reference Number

Other Reference Number

State

Environment

Title

Description

Priority

Risk Assessment

Backout/Recovery Plan

Emergency Justification

Requested Implementation Date
Planned Implementation Date

CR Creation Date

Estimated Duration to Complete Changes
Estimated Duration to Backout Changes
Can the request be Completed Early?
Dependencies

Review Deadline

Is the Change Request Funded?
Funding Signoff

Primary System Affected

Notification Group

System Components Affected
Hardware Affected

Other Systems Affected

Field Name

id

GCARS_Ref Number
Other_Ref Numberl
Other_Ref Number2
State

Environment

Title

Description

Priority
Risk_Assessment
Backup_Plan
Emergency_Justification
Req_Implement_dt
Planned_implement_dt
CR_Creation_Date
Est_Complete_Change
Est Backout
Complete_Early
Dependencies
Review_Deadline
CR_Funded
Funding_Signoff
Systems_ Affected
System_Group
System_Components
Hardware_Affected
Systems_Affected2
Systems_Affected3
Systems_Affected4
Systems_Affected5
Systems_Affected6
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Other Notification Groups

Notes

Notes Log

History

Requester's Name/Phone
Requester’'s Email
Requester’s Pager
Developer's Name/Phone
Developer’s Email
Developer’'s Pager
Assignee’s Name/Phone
Assignee’s Email
Assignee’s Pager

Data Center POC’s Name/Phone

Data Center POC’s Email
Data Center POC’s Pager
Attachment(s)

Impact Analysis Complete
Action Required

GCARS Updated

System_Group?2
System_Group3
System_Group4
System_Group5
System_Group6

Notes

Note_Archive
Requester_Contact_Info
Req_Email

Req_Pager
Developer_Contact_Info
Dev_Email

Dev_Pager
Assignee_Contact_Info
App_Email

App_Pager
POC_Contact_Info
POC_Email
POC_Pager
Attachment
Impact_Analysis
Action_Required
GCARS_Completed
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6.2.2 Enhancements Fields

Label

ID

State

Title

App. Team
Priority

Release
Description
Resolution

CR Creation Date

Requesested Implementation Date

Planned Implementation Date
Developer LOE (hours)
Process CM LOE (hours)
Notes

Notes Log

History

Attachments

Field Name

id

State

Title

Project

Priority

Release
Description
Resolution
CR_Creation_dt
Req_Imp_dt
Planned_Imp_dt
Developer_LOE
Process CM_LOE
Notes
Notes_Archive
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6.3 Creating Queries
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ClearQuest facilitates the development of queries that help the user to locate records by
project or component, by assignee, by level of severity, and so on. In addition to the
predefined queries listed in Section 5.1, the user can create his/her own queries.

To create a new query, the user must select ‘Create a Simple Query’ in the ‘Operations’
menu. Once this is done the page above will be displayed. The user must select the
‘ChangeRequestForm’ record type from the ‘Select Record Type’ selection window.
Once this is done, the user must click the ‘Create New Query’ button.
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Once the ‘Create New Query’ button is clicked, the page above will appear. The user
will be able to create a query based on certain information. The user must name the
guery, select which field names to query from and determine if a specific displaying
order is needed. See Section 6.2 for the field names to use in a query.

If the user checks the ‘Filter’ box, they will have the ability to filter based on that field in
the query.

Check the ‘Prompt’ box to build a query that will prompt the user to select or enter a
certain value or values for that field. For example, if the user built a query that will
prompt for ‘State’, the user will be asked what states they want included in the query
before the query is run. This column is used to create dynamic queries.

When done selected fields and other information, the user must click the ‘Next’ button.
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Sample filter screen for a field with a list box. The user will specify what values will
always be returned by the query, in this case, what state(s).
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Sample prompt screen for a field with a list box. The query creator will only specify
the question that will be presented to the user that runs the query here. The user that
runs the query will select the value(s) to include, in this case, what states.
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Sample filter screen for a text field. The user will specify what to include in the query.
In this case, a specific change request ID could be specified. Within the ‘Criteria’ field,
the user can enter a value to index the filtered information. The ‘Contains’ radio button,
the ‘Equals’ radio button, the ‘Not’ check box, and the ‘IsNull’ radio button are used to
help filter the information.
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Sample prompt screen for a text field. The creator of the query will enter the prompt
that will appear to the user when they run this query. In this case, it will ask the person
running the query for an ID.
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Once the criteria are entered and the ‘Next’ button is clicked, the page above will be
displayed. The user can cancel creating a new query, go back to the previous page, or

run the query.

Date Printed: 2/19/2003
Draft: ECM User Guide v2.2.doc

Page 48 of 73



FEDERAL STUDENT AID (FSA)
ENTERPRISE CHANGE MANAGEMENT @
(ECM) TOOL USER GUIDE

3 & akional ClearQusst = Hicroselt Teksmet g nrer

alm =
Be Ed Wam le.ﬂ Jock  Help -
vk« + - Q[0 Q| Dok farwme Jreoy |- I-EHEDPR ks ®
| Adcmnn [ ] betpes (b csetond, s, e pakoa st o] s it 2p =] #e=
BRational
the a-developmaent company™ Database VDCWMP
Ovpararians | Bubi | ChengeFamuasfom =] |Find [ 2 s
T-I:'I.ll'ﬂ-ﬂmpa o Cmary "Puble Quenes'CmenssChangs Eeoquest Cienen' A1 Chanpe Eroquests” vosuls =2 recesdis]
Perzond Cuoeriee ; ;
I P e . Show [102] Recorcs | Rl ueydgen |
B Chieried R::p.:slnl': .;'L.:n'.p:z'l
[ Chargs Request Cueries # m State Tutle Prisrity Name Name
il Al Chaege Fequests BT 7 |
£ X Thtle geees in this Geld right | - ..
i CCRE Feviewr . - . Ctcal
i Dending Funding Change Beaquest 1 VDNCHIFOONO0TET | G ukmitbed htrl; a-sﬂf il e dfp o (pradaction] |
il Proposed Changs Bequest bk

alb Eirjected Chamge Biegasst 2 VDERTAO0O0158 | Submitted | asdfasdfa asf sl mef 2 |
ai Eiezolved Change Bogueat
i Scheduked Changs Fegueat
b Select I
il Select Staee
o Subitted Change Beogasat
[ Teme Cuenes
ah Select State
= FEeparts
& Cherge Bequest Reports
By Change Reqoest Repoct
B Indnadual Change Bequect Bapok
B Summary Repect
Er Tezua Repatts
By Tesues Beport

2] 5 @ e

If the user clicks the ‘Run Query’ button, a query will be run based on the information
entered in step 1. If results are found according to the search criteria, then the records
will be displayed. The user can click the numbered hyper link to see the actual change
request that is being referenced.

Date Printed: 2/19/2003

Page 49 of 73
Draft: ECM User Guide v2.2.doc



FEDERAL STUDENT AID (FSA)
ENTERPRISE CHANGE MANAGEMENT @
(ECM) TOOL USER GUIDE

3 Rational ClearQuest - Microsoft Internet Explorer =

I File Edit Miew Faworites Tools  Help |-

I GBack » = - ) it | @ search  [GelFavorites  SHHistory | B S B - 5]
Jnddress I@ hktpi v, casetoal.sFa, ed, gov/cqwebylogondefault. asp j rf?Go |JLinks E
IRational K
the e-development company™ Database VDCMP
COperations | Suhmit |ChangeCDntrDIFDrm .ﬂ | Find I |Last Record |Last Query LogOft
et
[ Personal Queries ormanon
= Public Queries ‘ There is no form defined for attachments records
[ Queries
Reports

Al Form Becore
Change Control
Iesues Eeport

Port Becuests B
Chieue Bequests
WO, Notificatic

K E— 2
[&] Done LT |4 Inkernet
iﬁstart”J E_‘_ﬂ E I‘S] |J I@Rational ClearQuest - ... @Documentl - Microsoft W... | |@® 3:01 PM

If no records can be found to match the specifics of the query, a page similar to the
page above will be displayed.
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6.4 Modifying an Existing Query

T Ratanal Clearuest - Microsoft Inbermet Explorer _ =] =]
Fi= Edc Wew Favobes Tock  Hep | & |
bt v = @D E A Qbeeh WFevie ey | S S -H 9 R
man:lﬂ] it e cameboal o, ed govicgmebiogon)defau b o ﬂ hen | Lirks @

BRational

tha c-davalopmant company™ Databaze WDCMP
Oporarions | Submit [ChorgsfisguestForn =] | Find | | Lass Record | Last Query LagOff
Workspace & Zelert Cuery |Parsonal Qusnesiiven Dusies/Somale Duery =]
Er Pecsonal Queres
o) Wfk'Ql'f'i_f‘? Ecit Qusry | Dialete Cuery | Renare Query ]
i Sample Cuery
i Sarple Web Query
& Bublic Cusnies
=2 Queries
o Al Charge Becquests
i Sarple Cuery
=2 Beports

Chang= Fequest Fep.

s B 1|
& nore D [ et

stort| | (A4 @ & FAEE W A E || Zosnnt, [[Eestona.. Wcive . | Bocom. | LETRBOSEAIEBY ® zxm

To edit an existing query, the user must select ‘Edit a Simple Query’ in the ‘Operations’
menu. Once this is done, the page above will appear. The user is prompted to select a
guery in the ‘Select Query’ drop-down window. The user must then click the ‘Edit
Query’ button
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The page above will be displayed when the user clicks the ‘Edit Query’ button. The
user will have the ability to request that certain fields be displayed, whether to sort data
in ascending or descending order, filter information, etc.
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If the user decides to delete a change request, a prompt will appear to determine that
the user really wants to delete the change request. The name of the change request
will also appear in the ‘Delete Query’ prompt box.
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If the user clicks the ‘Rename Query’ button on the edit query page, a ‘Rename Query’
prompt box will appear. The user will have to enter the new name of the query and click
‘OK’ or the user can click ‘Cancel’ button to return to the ‘Edit Query’ page.
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Once the user has completed editing, deleting, or renaming the change request, a
confirmation page will appear similar to the page above.
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7. Reports

Reports can be generated in order to view the status of a project at a glance. There are
two main folders in the Workspace: ‘Personal Queries’ and ‘Public Queries’. The
reports generated by user are always stored in the ‘Personal Queries’ folder. Several
predefined reports have been created during the development of the ECM tool and are
located in the ‘Public Queries’ folder.

7.1 Predefined Reports

This section details the existing reports available to anyone in the Public Queries folder.

7.1.1 Change Request Reports

Listed below are the existing change request reports available to users. To run a
change request report, select a predefined report in the ‘Public Queries -> Reports ->
Change Request Reports’ folder.

Detailed Reports will include the following fields: ID, Data Center Reference Number,
State, Environment, Priority, Title, Risk Assessment, Backout/Recovery Plan,
Emergency Justification, Requested Implementation Date, Planned Implementation
Date, CR Creation Date, Estimated Time to Complete Changes, Estimated Time to
Backout Changes, Can the CR be Completed Early?, Dependencies, Review Deadline,
Is the CR Funded?, Funding Signoff, Primary System Affected, Other System(s)
Affected, System Components Affected, Hardware Affected, Requester’s Information,
Developer’s Information, Assignee’s Information, Data Center POC’s Information,
Description, and Notes Log.

Active Detailed Report by Planned Implementation Date — This is a detailed
report (see the list of fields above). Uses the ‘Active Qry by Plan Imp Date’ change
request query and the ‘Active Detailed Report Format by PID’ change request report
format to display the change requests. The user is prompted to choose Prod and/or
Dev environment CRs for the report. Only active (not in a Closed state) CR’s are
returned. Sort order is by:

o Environment

o Planned Implementation Date

o Primary System Affected

o Priority

Active Detailed Report by Primary System Affected — This is a detailed report.
Uses the ‘Active Qry by Sys Aff’ change request query and the ‘Active Detailed
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Report Format by SA’ change request report format to display the change requests.
The user is prompted to choose Prod and/or Dev environment CRs for the report.
Only active (not in a Closed state) CR’s are returned. Sort order is by:

o Environment

o Primary System Affected

o Planned Implementation Date

o Priority

Active Summary Report by Planned Implementation Date — Displays the ID,
Data Center Reference Number, Title, Primary System Affected, Other Systems
Affected, State, Priority, Requester Contact Info, Data Center POC, Date Submitted,
Requested Implementation Date, and Planned Implementation Date for all Prod
and/or Dev active (not closed) change requests. Before the report is displayed, the
user will be prompted to select if they want to see Prod and/or Dev environment
change requests. Uses the ‘Active Qry by Plan Imp Date’ change request query and
the ‘Env Summary Report Format’ change request report format to display the
change requests. Sort order is by:

o Environment (the report is also grouped by Environment)

o Planned Implementation Date

o Primary System Affected

o Priority

Active Summary Report by Primary System Affected — Exact same report as the
‘Active Summary Report by Planned Implementation Date’ except for the sort order.
The sort order for this report is:

o Environment (the report is also grouped by Environment)

o Primary System Affected

0 Planned Implementation Date

o Priority

All Records Summary Report — Displays the ID, Reference Number, Title,
Environment, Primary System Affected, Other Systems Affected, State, Priority,
Requester Contact Info, Data Center POC, Date Submitted, Requested
Implementation Date, and Planned Implementation Date for all change requests.
Uses the ‘Summary Report’ change request query and the ‘Summary Report Format
2’ change request report format to display a row of information for each change
request in the database. Sort order is by

o Environment

o Primary System Affected

0 Requested Implementation Date

Date Printed: 2/19/2003 Page 57 of 73
Draft: ECM User Guide v2.2.doc



FEDERAL STUDENT AID (FSA)
ENTERPRISE CHANGE MANAGEMENT
(ECM) TOOL USER GUIDE

Comprehensive Primary System Affected Detailed Report — This is a detailed
report. Uses the ‘Comprehensive Primary System(s) Query’ change request query
and the ‘Comprehensive Primary System Affected Detailed RF’ change request
report format to display the change requests. The user is prompted to select the
Environment(s) and the Primary System(s) Affected they wish to include in the
report. All CR’s matching the user’s inputs will be returned (including Closed CR’s).
The sort order for this report is:

o Primary System Affected

o Environment

o Planned Implementation Date

o Priority

Comprehensive Primary System Affected Summary Report — Displays the ID,
Data Center Reference Number, Title, Primary Systems Affected, Other Systems
Affected, State, Priority, Requester Contact Info, Data Center POC, Date Submitted,
Requested Implementation Date, and Planned Implementation Date. Uses the
‘Comprehensive Primary System(s) Query’ change request query and the
‘Comprehensive Primary System Summary Report Format2’ change request report
format to display the change requests. The user is prompted to select the
Environment(s) and the Primary System(s) Affected they wish to include in the
report. All CR’s matching the user’s inputs will be returned (including Closed CR’s).
The sort order is the same as the ‘Comprehensive Primary System Affected Detailed
Report’. The report is grouped by the Primary System Affected and the
Environment.

Comprehensive System(s) Instance Detailed Report — This is a detailed report.
Uses the ‘Comprehensive System(s) Query’ change request query and the
‘Comprehensive System(s) Detailed RF’ change request report format to display the
change requests. The user is prompted to select the Primary System(s) Affected
and up to five other Systems Affected fields to search on for inclusion in the report.
All CR’s matching the user’s inputs will be returned (including Closed CR’s). For
example, if the user wants to return all records that affect EAI, they should check
‘EAI’ on each of the six screen prompts AND check the ‘All Systems’ option on each
of the six prompts. The sort order for this report is:

o Primary System Affected

o Environment

o Planned Implementation Date

o Priority

Comprehensive System(s) Instance Summary Report — Displays the ID, Data
Center Reference Number, Title, Primary System Affected, Other Systems Affected,
State, Priority, Requester Contact Info, Data Center POC, Date Submitted,
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Requested Implementation Date, and Planned Implementation Date. Uses the
‘Comprehensive System(s) Query’ change request query and the ‘Comprehensive
System Summary Report Format’ change request report format to display the
change requests. The user is prompted to select the Primary System(s) Affected
and up to five other Systems Affected fields to search on for inclusion in the report.
All CR’s matching the user’s inputs will be returned (including Closed CR’s). For
example, if the user wants to return all records that affect EAI, they should check
‘EAI' on each of the six screen prompts AND check the ‘All Systems’ option on each
of the six prompts. The sort order for this report is the same as the ‘Comprehensive
System(s) Instance Detailed Report’. The report is grouped by Environment.

Individual Detailed Change Request Report — This is a detailed report (see the list
of fields above). Uses the ‘Select ID’ change request query and the ‘Detailed
Change Request Report Format’ change request report format to display an
individual change requests. Before the report is displayed, the user will be prompted
to enter a change request ID. They can enter the exact ID of part of it.

Summary Report by Requested Implementation Date Range — Displays the ID,
Data Center Reference Number, Title, Primary System Affected, Other Systems
Affected, State, Priority, Requester Contact Info, Data Center POC, Dated
Submitted, Requested Implementation Date, and Planned Implementation Date and
is grouped by Environment. Uses the ‘Summary Query by Date Range’ change
request query and the ‘Summary Report Format by Date Range’ change request
report format. The user is prompted to select the Environment(s) and State(s) they
want included in the report, as well as a Requested Implementation Date date range
for the report. The date range can be for a given date, before a given date, after a
given date, or between certain dates. The sort order for this report is:

o Environment

o Primary System Affected

0 Requested Implementation Date

0 Priority

Date Printed: 2/19/2003 Page 59 of 73
Draft: ECM User Guide v2.2.doc



FEDERAL STUDENT AID (FSA)

ENTERPRISE CHANGE MANAGEMENT

(ECM) TOOL USER GUIDE

@

B htns; swecasstonlsf ed.gov fonwsh dcacke 806 D T291 ‘reports,report Lt - Microsnlt Internek Enplarer _,__LEJEJ
| B Eoc Gew Fawies Dk HeD | 15 |
e - o G A} Qe [wiFeies fHuen |Gy SR - 5 9P
| i | ] betpefumny cazetod s a,ed gfogmeiizache] B 1729 frepartfrepart . iom =] e |juns =
F5A Enterprise Change Mamagement
Active Detailed Report by Planned Implementation Dete
CHAMGE REQUEST ID: WOCPOODCO T DATA CENTER REF
HUMBER:
BTATE: Regalvad ENVIRCHMEMT: Disv. PRIORITY:
TITLE: [lats Imte grator Mainenance Ralaaze
RISH ASSESSMENT:  This ielease should i exicling bugs
BACKOUT! RECOVERY [lniretall Dk Inbegrator
PLAN:
EMERGENCY
JUSTIFICATION:
REQUEETED IMPLEMENTATION DWATE: 22 20000 PLANNED IMPLEMENTATION SHANE 4 D iam
DATE:
CHAMGE REQUEET CREATION DATE:
EET, TIME TD COMFLETE CHANGES: [0 per machines EST. TIE TO BACKOUT CHANGES: 0100 per machine
CAN THE CR BEE COMPLETED EARLY? DEPEMDENCIES: hang
REVIEW DEADLINE: SR0XE 4007040 18 THE CR FUNDED?
FUKDING SIEHOFF: Lags, Dans i3
PRIMARY SYETEM AFFECTED: Eal
OTHER EYSTEMS AFFECTED:
SYSTEM COMPOMENTS AFFECTED: Dialz Inbegiater
HARDVIARE AFFECTELD: HPLE, HF%1, HPR 1, HPL1E
REQUESTER'S INFORMATION DEVELDPER'S
INFORMATION
NAMEPHOHE: Suzuki, Eric 202-8620742 HEMEIPHOME:
EBLAIL: erli. i suzukEasceniure cam EMAIL:
PAGER: PAGER:
hﬁ#ﬂll’:":ﬁ'l} MEARMATIAN MATA SENTER DO 2 . LI
2] Dora 5 | Inernet

An example screen shot is displayed above of what a detailed report would look like on

the web client.
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An example screen shot is displayed above of what a summary report would look like
from the web client.

**Note: If an existing report format does not meet the need of a user, the user will need
to contact the Enterprise Change Management schema administrator to create a new
report format.
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7.1.2 Enhancements Report

Listed below are the existing enhancement reports available to users. To run an issue
report, select a predefined report in the ‘Issue Reports’ folder within the ‘Public Queries
-> Reports’ folder.

Enhancements Summary Report — Displays the ID, State, Title, Priority, Release,
Developer LOE, Process CM LOE, CR Creation Date, Planned Implementation
Date, Requested Implementation Date, Description and Resolution fields for the
selected state(s). Uses the ‘All Enhancements’ query and ‘Enhancements Report
Format’ report format to display a row of information for each enhancement in the
database.
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The screen shot above is an example of the Enhancements Summary Report.
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7.2 Creating Reports

ClearQuest allows users to create new reports from the web client. A report is created
by selecting an existing report format (the look and feel of the report, as well as fields to
display) and matching it up with an existing query (the records to pull from the
database). The report format will need to have been created using the desktop client
and Crystal Reports. Report formats cannot be created from the web client. The report
will be saved to the Personal Queries folder. When the report is run from that point on,
it will pull the data accurate for that point in time. A report is not static and will update
as the result set for a certain query changes.

A screen shot and instructions on how to create a report is

-!Rat-\'-nnl Cleariusst - Microsoft Inbermet Explorer 2

available on the next page.
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To create a report, the user must select ‘Create a Report’ in the ‘Operations’ menu.
Once this is done, the page above is displayed. The user can cancel this action or
enter a report name, select the report format, and select the report query. When the
required information is selected, the user must click the ‘Next’ button.
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** Note: Report formats can only be created from the desktop client. Contact your
schema administrator if you need a new report format. The current available report
formats are listed in Section 6.4.
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If the user clicks the Next button, the following page will display. The name of the report
is displayed as well. The user now can click the ‘Run Report’ button. Once this is done,
a report will be generated

** Note: The report is displayed based on your browser’s settings. Alter the browser’s
font settings to change the font.

7.3 Modifying an Existing Report
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Depending on how the user modifies an existing report, the process and screen shots
will be very similar to section 5.3, “Modifying an Existing Query”.

To edit an existing report, the user must select ‘Edit a Report’ in the ‘Operations’ menu.
Once this is done, the next page displayed will allow the user to edit a report, delete a
report, or rename a report. Please refer to section 5.3.

7.4 Existing Report Formats

The following report formats are currently available to be used in report creation. A
guery and a report format are combined to produce a report. The query pulls the
specific data while the report format specifies the look of the report. A report format can
be used in one to many reports since the query defines the data used in the report.

Change Request Report Formats:

Detailed Reports will include the following fields: ID, Data Center Reference Number,
State, Environment, Priority, Title, Risk Assessment, Backout/Recovery Plan,
Emergency Justification, Requested Implementation Date, Planned Implementation
Date, CR Creation Date, Estimated Time to Complete Changes, Estimated Time to
Backout Changes, Can the CR be Completed Early?, Dependencies, Review Deadline,
Is the CR Funded?, Funding Signoff, Primary System Affected, Other System(s)
Affected, System Components Affected, Hardware Affected, Requester’s Information,
Developer’s Information, Assignee’s Information, Data Center POC’s Information,
Description, and Notes Log.

Active Detailed Report Format by PID — detail report
Active Detailed Report Format by SA — detail report

Active Summary Report Format by PID — Displays the ID, Data Center Reference
Number, Title, Primary System Affected, Other Systems Affected, State, Priority,
Requester Contact Info, Data Center POC, Date Submitted, Requested
Implementation Date, and Planned Implementation Date. It is grouped by
Environment.

Active Summary Report Format by SA — Displays the ID, Data Center Reference
Number, Title, Primary System Affected, Other Systems Affected, State, Priority,
Requester Contact Info, Data Center POC, Date Submitted, Requested
Implementation Date, and Planned Implementation Date. It is grouped by
Environment.
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Comprehensive Primary System Affected Detailed RF — detail report

Comprehensive Primary System Summary Report Format — Displays the ID,
Data Center Reference Number, Title, Primary Systems Affected, Other Systems
Affected, State, Priority, Requester Contact Info, Data Center POC, Date Submitted,
Requested Implementation Date, and Planned Implementation Date. It is grouped
by the Primary System Affected and Environment.

Comprehensive System Summary Report Format — Displays the 1D, Data Center
Reference Number, Title, Primary System Affected, Other Systems Affected, State,
Priority, Requester Contact Info, Data Center POC, Date Submitted, Requested
Implementation Date, and Planned Implementation Date. It is grouped by
Environment.

Comprehensive System(s) Detailed RF — detail report
Detailed Change Request Report Format — detail report

Summary Report Format — Displays the ID, Reference Number, Environment, Title,
Primary System Affected, State, Priority, Requester Contact Info, Data Center POC,
Requested Implementation Date, and Planned Implementation Date.

Summary Report Format by Date Range — Displays the ID, Data Center
Reference Number, Title, Primary System Affected, Other Systems Affected, State,
Priority, Requester Contact Info, Data Center POC, Date Submitted, Requested
Implementation Date, and Planned Implementation Date. Itis grouped by
Environment.

Enhancements Report Formats:

Enhancements Report Format — Displays the Project, State, Title, Assignee, Due
Date, Priority, and Description fields.
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8. Email Rules

Email rules are based on events that trigger an email to be sent to a specific user, user
group, or a field value. An email rule can be triggered by an action occurring, state
transitions, fields changing, or any combination of the previous events. For example,
the ‘Propose’ action could trigger an email rule or going from the ‘Submitted’ state to the
‘Proposed’ state could trigger an email rule. The event in both cases is similar, there
are just different ways to specify how the email rule will be triggered.

Listed below are the current email rules for the ChangeRequestForm record type.

Email Rule Event Trigger

Name

Approved for ‘Approved_for_
Scheduling Scheduling’ action

User(s)/Group(s)
Addressed

Requester
Developer

‘ Fields Included

Id

Title

GCARS_Ref Number
State

Priority

Systems_ Affected

Risk Assessment
Req_Imp_dt
Planned_Imp_dt
Review_Deadline
CR_Funded
Funding_Signoff
Systems_Affected
Systems_Affected2
Systems_Affected3
Systems_Affected4
Systems_ Affected5
Systems_Affected6
System_Components
Hardware_Affected
Requester_Contact_Info
Req_Email
Developer_Contact_Info
Dev_Email
Assignee_Contact_Info
App_Email
POC_Contact_Info
POC_Email
Environment
Description
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Email Rule Event Trigger User(s)/Group(s) Fields Included
Name Addressed
Notes
Notes_Archive
history

Change ‘Implement’ action
Implemented

ECM Pilot group

VDC SDM group

Requester

Developer

System Affected
groups (for all
systems affected)

(same as ‘Approved for
Scheduling’ email
rule)

Close Rejected | ‘Close_Rejected’
action

ECM Pilot group

(same as ‘Approved for
Scheduling’ email rule)

Close ‘Close_Successfully’
Successfully |action

ECM Pilot group
Assignee

(same as ‘Approved for
Scheduling’ email
rule)

Disapprove ‘Disapprove’ action | ECM Pilot group (same as ‘Approved for
VDC SDM group Scheduling’ email
Requester rule)
Developer
Data Center POC

Disapprove ‘Disapprove_ VDC SDM group (same as ‘Approved for

Funding Funding’ action Requester Scheduling’ email

Developer rule)

Data Center POC

System Affected
groups (for all
systems affected)

Failed CR from | From ‘Resolved’
Resolved state to ‘Rejected’
state

ECM Pilot group

VDC SDM group

Assignee

Data Center POC

System Affected
groups (for all
systems affected)

(same as ‘Approved for
Scheduling’ email
rule)

Failed CR from | From ‘Scheduled’
Scheduled state to ‘Rejected’
state

ECM Pilot group
VDC SDM group
Requester
Developer
System Affected
groups (for all

(same as ‘Approved for
Scheduling’ email
rule)
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Email Rule

Event Trigger

User(s)/Group(s)

Fields Included

NETlE

Addressed
systems affected)

Propose for

‘Propose’ action

ECM Pilot group

(same as ‘Approved for

Approval Requester Scheduling’ email
Developer rule) plus the
System Affected Action_Required field
groups (for all
systems affected)

Reject as From ‘Submitted’ ECM Pilot group (same as ‘Approved for
Invalid CR state to ‘Rejected’ | Requester Scheduling’ email
after state Developer rule)

Submission

Reject as From ECM Pilot group (same as ‘Approved for
Invalid CR ‘CCRB_Review’ Requester Scheduling’ email
from CCRB state to ‘Rejected’ | Developer rule)

Review state System Affected
groups (for all
systems affected)

Reviewed to ‘Review’ action ECM Pilot group (same as ‘Approved for
CCRB Requester Scheduling’ email
Review Developer rule)

System Affected
groups (for all
systems affected)

Scheduled ‘Approve’ action ECM Pilot group (same as ‘Approved for
Scheduling’ email
rule)

Send to FSA ‘Request_Funding’ | ECM Pilot group (same as ‘Approved for

for Funding action VDC Contracts Scheduling’ email
Requester rule)
Developer

Submission ‘Submit’ action ECM Pilot group (same as ‘Approved for

Notification VDC SDM group Scheduling’ email

Data Center POC

System Affected
groups (for all
systems affected)

rule)
Description
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Listed below are the current email rules for the Enhancements record type.

Email Rule Event Trigger User(s)/Group(s) Fields Included
Name Addressed

Enhancements | ‘Submitted’ action Developer Id
Email Title
Notification - CR Creation Date
Submitted State
Release
App. Team
Priority
Requester’s
Name/Phone
Requester’'s Email
Description
Notes
Notes Log
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9. Proxy Server Settings

If accessing the Tool via the Internet, this section can be used to gain remote
access to the tool.

This section discusses the required VDC proxy server settings in order to gain access to
the ClearQuest web client. If you already are connected to the VDC, such as on the
EDLAN, this is not necessary.

9.1 Internet Explorer

The following steps are required to set up the proxy server settings for Internet Explorer:

1. Open the Internet Explorer browser.
2. Select ‘Internet Options’ in the ‘Tools’ menu.
3. Click ‘LAN Settings’ on the ‘Connections’ tab.
4. Inthe ‘Proxy Server’ section, check the ‘Use a Proxy Server’ checkbox.
5. Enter nsmmfw02.cscoe.accenture.com in the ‘Address’ field.
6. Enter the proper port number in the ‘Port’ field. This may default to 80.
7. Check the ‘Bypass proxy server for local addresses’ checkbox.
8. Click ‘OK’ in the ‘Connections’ tab.
9. Click 'OK’ in the ‘Internet Options’ tab.
10.Close the browser.
9.2 Netscape Navigator

The following steps are required to set up the proxy server settings for Netscape

Navigator:
1. Open the Netscape Navigator browser.
2. Select ‘Preferences’ in the ‘Edit’ menu.
3. Under the ‘Category’ section, click the triangular symbol next to ‘Advanced’ to
expand the selection.
4. Select ‘Proxies’.
5. Inthe ‘Proxies’ menu, click the ‘Manual Proxy Configuration’ radio button.
6. Inthe ‘HTTP Proxy’ field, enter nsmmfw02.cscoe.accenture.com and enter 80 as
the value in the ‘Port’ field.
7. Click ‘OK".
8. Close the browser.
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10. Contact Us
If you have any questions or administrative needs, please contact:
Bruce Bruning

(202) 962-0751
bruce.bruning@icscl.com

Steve Jarboe
(202) 962-0779
steven.r.jarboe@accenture.com

For problems accessing the web client not related to your user account, such as the
page does not load, contact the Rational Tool Implementation Support Team at (202)
962-0757.
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